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a

A, Ha.,g____gmm of Fligs S o L
o Anals-ata maw have one or move of mwal Wpeu of filea--eaxda,

ﬁmmm‘b fcldova, mbm, mﬂ boults wd werlodiacie, m oo hon
“1ta a&vmtagea and. dwaamntagm. A e.a:ce:pt the last reqdre & con~
slderable mestmwt of anelyst time i.n mcemsing mtarial for ‘the :E':tlaz
however, whm uning Pilea for m'b:lng a mpom; ’che hook and pmriodicalm -
files mquire umch more exploitation tim than the c::t‘.hzsa:'&r Each of .thtsm
types of files mmemmamamm:m. S i g
. If the analyst's files arc now, or are maz.l, the decisiom he meles ':_
on the type of files ho will keep ere of cr:l.tical- dmportence, ‘becouse ance
“he files have expanded it i3 difficult to make ‘major chonges. For this
roason 1t is best 1—.0 think 4n tems of a £1110g system that pe'mits e:q;m-{
®lon without 1oss of efficlency in use and slso provides for vevirmwont
'af obaoleta materisls. In making his dacisim, the enalyst ehould copsidor :
mto:alythetypesorﬁleahalmgabammtmwoaatmmheami- 5
emttammtainwmﬂmcemmmhemmm. C

The Records Manwenm't Stags, in the nns, 18 aveileble to halp the
/ana.lyst with setting up fﬂeﬁ and with filiag mblm RMS hm ‘been aa-.
( teblishivg a eniforn &dnﬂmwatim fil.’ms s’ystm throughant tlm Agtmey,
:mﬁ. hos also eagisted anaJ.;rats szzd brmehea with their Mellimma .mforMu

r;icfn Piles. sy

1».; Dmmmt Foldm'a

Flles cansisting o:t‘ &ocument-mm folﬂ@m are particulm’ly ﬂmir-
abla rm' dnmmmte, m they way also be u&eﬂ for material of m:sxw sim.
It 13 w@a tu boegin mzch fes with lml-size mthm- than latm-sizs
. ‘ ' - ]l -

-
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Zoldexs, fozf meny docuncants axe of 10@.1 Bixe smd most Agency rﬂ.ing
cebineio are of legal gize. For analysts' files it is best to use
waniln foldere rather than the gremn oF Evey besvy-duty pressboard
Poldaws; the Latter yeqilve three times ‘the spece and sre mich more
trptopive.  Frassboard e Gesiveble only for the few indtvidusl folders.

Zick receive constant use. To save spece, it 1S best £o use menila
feldmrs which 4o not have wotal fastensrs. qgga not only “m space,

3

s sian o wathatimmmﬂmdtowmhholenmdocmnumdlﬂam
them on the fasteners. Motel Pestenors ere nesded only vhen motarial

id to be Piled chronologieslly, and analysts seldom need to stress this
farturc--chronological oréer can be obtaiped ﬂm by commwm b
ting the rost recent informsition aitm in the repr or the froot of ths
“Folder. 4

A major problen i the use of doeument foldbvs erises mmtm
Zact hab/ doemmta frequently cover move than one sudbject. Such docu-
ks uay be £i1ed (&) in & miscellanecus folder; (v) under th& #ubject
which m the dminsnt ornag {c) urder the ons eubject haaaing, with refer-
eace aiilps wdor. the other haadinm; '(4) under cash subject occurring
in the docusent, either by reproducing sufficient copm or by cutting <
the one documsnt iato perts.

o Last two methods ava the better ocnes. The Pirst method bee
eanss oalf-defenting; the miscellensous folder guta g0 large that teo
mrch $ine 18 conmized in ﬁ.n.r};ing :tn:tom&tim an & spacific sub.‘)ec‘t.' The
gceend nothod is also seif<dafeatingg to find eomplete information on any
ozt subjeet it 18 necessary to look in ell other foldars.

“w P o
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e " R D _f-icg-om-r-_x-n-n-nq-:-&-:.f,j;‘.
| Tokm&ommntﬁluﬁmmﬂingmﬁﬂ;thamﬂwt '
’z‘mmdemwmmmmmawmmmma
T.otva.lua. Wumwmhw«mw“-wmm
'-or valm.. Mmhods ofheﬁspingﬁlw tmmmﬂim rspidly amdiscmm

Q;inamuw.w. B T P A R
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_ Minuutmmmmmsimofcmrﬂm, theuaoorboth
_..:_mcmmmammdcwarnmwdmmmumm
\"{octeachtmwbmitiamaamaly

Ve gefdTes 7 ; U
e Mvenbeses evd Dissdvanteges

S carafmahavethaaavmmormmg mallerendmém
oty 1 mnamw than doouent. #1410, This results ih greater conventence
"ana aig.mﬁcaztt time smm, mmnarz;y viaen the ama.yat mches the T
etags of sm‘bﬁng end ath@mitw omenizing hia am:a during . tm analybical '
' zmd mr.:tng phases of & pro.ject. | & qan then m easily coupare 'bits of
:«"mfomation, e).immah@ &n.pliewtion, a.nﬁ datam:tm the b@sf. mguence tor S
zp:-wenmim.‘ By contraafh, if ho 1a working rrmn two or thma larae docn-»v'
‘ments esch desling wﬁ.h weuny su‘b.jecta it u pamicam msma to mmm
fthemmanapwew in proper orﬂ.erwithout mmngtm@m T ,-
Cardfﬂmamthabe&tmmofmkingmaﬁﬂymﬂablem
ol bu;a of intalligma mfoamtion which malyam obtain in 2arge vo:mnw
TIn mny mbaect ﬂ@ma, B mm m of the inteJlim informatim :Ln m}-
'_'caivaa uot in thf& :rm of mm:ms dnemm ﬂwl:lng with oular one suhject, 3
Mmmwwﬁwmrmm&emmmmam
ot i, A S R

, R o L l:‘

(. {

'_?9 Thia is particu‘lar}y ‘&me in ﬂelﬂs such as the prmhxction ot Smriet

militaxy gooda, electranics, and mach:mary, me informtion is atill
gearca. C
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Card files rvegnire much less spacoe then do document folders.
This saving 1o emhanced by the fact that, instesd of Filing an eatire docu- .
ment or'a'full page, the smalyst aften clips out the individusl paregresh
Wolch hes value and pestes this on & card, This method slso reduces the
culount of mberisl the cnalyst mast read when ho looks for information in
the file. Althowgh individusl pavagrapha cowld also be pleced ia a docu-
ment foldesr, there y-qulﬁ b2 reletively little saving of space unless &
mmiber of paregraphs were pasted on ons eheot, but this could be & hendieep
wheon aryaning the materiel fcr writing e report.

With cerd files it is normally pomsidble to have & more detailed
subject bruakdoun theh with document foldsrs. With document folders the more
dstailed subject breskdcun is possible only 1f the documents ere clipped
cpart. This greater dotall of subject headings in card files szves reading
tima when tha aualyst locks for informaticn filed under & particulsr subject.

Cerd files have a major Gisedventage which mist be weighed
agairst tholr edvanteges: they noymally require much more yrocessing time
then do domment foldars. Froeessing includes elipping and pasting snd
mey involve typing of sentences or peregraphs from dovuments waich eannot
be clipped. i

Another disedventsge is that bulky documents axe dlfficult to
file im card files. For this reason it is usually best to heve alsc &
document; £older in which single-subject bulky documents sro filed. A report
separated iuto parts placed in dlfferent sections of a card file would be
aLrficalt to use if the analyst needed to study the roport s e whole. The
majority of documents, howaver, can be clipped snd placed in & card File with
litile or no loss of value. |

wlha

CeQulwflel«DeBeNoTwleA=L . '
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Whranthewmyat umtmsupacmmle tha.thaethapms~ 5
_rwt of mnnm sonpiderably, . mrmt siw sexious conolderation Be |
the size that he will adopt. Because m,.lit'ble ma?.erial cax be placad on
ane cexd, the mumll 3"i5" eize 12 not suiteble for files that will can‘bam
fectusl infoymstion. Furthermore, wmost d.oc\zmnts are 8 inches m, and
:!naividnal pamgraphs cmma'h be clipped m and pested on ths 3"x5" eards.
Gwﬂaofthiasimmmmbleomrormﬁmmnwaamm mmt
of informstion per cam, mch 2k a;t.osmary, biblin@:aphv, or miel uumbea:e
j It & lexger caxd sim is edopted for information files, homvu', :Lt is
@enar&lly'bs&ttohamallabhercmﬂfﬂeaoftheamsm,moitwill |
not be pocessury $o ham s«amal aepamm cm'ﬁ files, each coaxhaining a m—
Torent size of cerd.’ - | -
| Mbst CIA enalyets heve Btnn&ax'dizeﬁ on the 578" size for tbelr
caxrd files. cards of this size ave 1arga~ e:msh to hold a considershle
emount of imformation end yot small emough to parmit essy manipulation. In
addition, most decurembs sxe 8 inches wme, 30 paragrophs cen be clipped
‘out and pasted on-.‘5" » m, or a larger portion of the document can be
cut dirsctly to the S"xﬁ" size. wzter-aiéa pages (B“xloé") ea:a be Polded
cuce spd will £i% into o 578" file with only &8 quasrter inch pm&ecting shove

the rexaindsr of the £ile. Docunents regmmcva& by CIA Library from aperhm
1

Rl

‘cards ove printed on papm‘ maaﬁnz'ing T4"x10". The imege of the document
1tgelf, howover, 15 ususlly elightly smeller than 5"x8%# so individual ;pagm”;
ce;n be =28s8ily cub down to tha 5"x0" size ‘by using a'pam ew‘;;t@r or aeisao:.*s.:;:

® In ordering docvments mproduced from mierofilms and sperture cards thap |

snalyst cem, if necessery, specify (under "Remeirks” om Foem 1395) that
the image shonld be smaller then 328" 95) that

: c-o-n-r-x-n-w-'r-r-a-x.
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A few wwenches have selacted the 4"x6" size for their card files.
The mejor dlsadvantegs of this pize 1s that stendard decvmant width is
Smmm, m&mndnmmambbcmtmuu&hnhﬂm. In
the early 1950's the CIA Libraxy em&rmmted vith putting intelligence
informzticn on IEM caxds. At that time ufm'brancw comverted their
card Tiles to the IEM sise, 35"x7-3/8. The experiment was sbandonsd,
and a ranber of branches found themselves hnndica:pmd in being coomittod
%o this 0ad card siza, vhich 1s t00 suall to contain very mch informs-
tiom.

If an analyst or branch is handicepped by having card files of less
than atendmred 5"x8" size, there are two easy means of converting the
Tiles to 5":8". (&) The easiest method 1s to paste the smaller cards on -
5%B" cords. If there is material on the back of the smaller card, it -
cun be Gyped on the back of the 5"x8" cerd befors meunting. (b) Another
uwthod 1s %0 microfilm the entire card file apd then have pints made
from the mizrofilm on 5"uB" size paper. This cen be done when the file
is microfilized for the Vital Materials Center. ?

Co TYPQS of 082{(38

The enaiyst has a cholce of using blank cards or paper,
forms specially printed either in his oun office or by the Agency primte
ing plent, or comercialiy pristed forms such as McB=ze Keysort or Flexi-
sore caxrds, Commercially primted forms may be stock items or may be
printed to weet specific requiremonts.

Printed forus sre used primsrily to provide spaces for the
scurce citation end for ares and subject heedings. Boxas ean be provided
in the form for esch item normally occurring in a source citation, thus

-5 -

‘i #w W e wWe wm e we e
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assuring that source clteticns on cerds will be complete. If tho bozes
o the farm ave in the sms erder as that required by Agemcy steudards @
.:_f:or gource citations,* much time and editorisl cffort will ve seved mv
11sts of sonroes are prepered from the cards, Typlsg s citation in bazes, .
hovever, 1s slower than typing the sane cibstion comtimcusly in ane or
| Printed forms can be designed to speed the process of prt-
ting file m&m on cards. If the nswes of countries and subjects eve |
printed ncross -the top mrguivbf'tha caxrd, either a black m"enda-mc'ﬂ |
— ;wapmeaorcolm&oééhtamemﬁamtoahwmmrm_, |
‘subjects coversd by lnforuation on the osrd.** This method also provides
& vistblo indox to subjects and avoss covered by the card. Whem the crds |
are in the £1le the annlyst cen see from the position of the hlack matk
or i calored Seotch tage vhich cards deal with  particular country or
subject. . J | o | o
| Printed or dittoed forus eve perticularly useful vhen the
snalyst has ome or more sperigl files in which the informstion 18 of &
standardized nature. For example, if sn OB anelyst is making & compara
tive study of 50 selected individusls in a.hlimportm sclentific field, 1t
#ould save considerable tino 1f he decided in advance the facts aboub each
individuel he 18 intercsted in. A form could then be reproduced containing
gpaces for each of the items. In this way he has & cheekr list of sach item

i
desired, go he does wot migo eny of the desired information glven in sourcess

* Agoncy stomderds for scurce citations ave givea in CIA, OCD (OCH, CIA
Iibraxy, CIA/CD/17, Feb 1955, How to Document mmuiiggma Re 8, C,
There sre poaze medifications of those BLANMAYAS in vic offices.

#% COCR/GR and the Chemicals Branch of ORR Materiels Pivision (M/CH) use the

-~ colored tzps on printed cavd forms. GR uses the Scotch taps only on the
top merging H/CH uses the tape on all four marging of the caxtl. A sample
of the OCR/GR form is shown in Part C of this text.

CeBeTP o T DR DTl T,
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hs can tell which informntion 1s wissing, and he can institute eolloction
action if nucessary; vhen hs beging his study, he cen compars the indivie
wm;u:wmammwwmmmwwutmmm
The Flexisort and McBea Keysort cards have ons or more Iows .
of elongated or round holes aleng the four margine of the card. Printed
balow each kole 18 & mubher or letter, zud below the muber or letter may
be printed the informetion that the letter or mmber represeats, such ep
duts, neme, value, commodity code, or country. Oa speeial order, each
hel«seanbamdatammsmtaemmtryormaectm. Thes halss are
uobohsd with either&hmﬁwmhimm. This notehing parmits the
cards to be oorted by pushing & needle or skewer into ope hale in & stack
ot cards and nﬂing. Caxrdy vhich have been mtched for that; holae will
£all out; those which have mot been notehed will stay on the needle. The
cnrds cen be ordered in 5"x8" or any other size.
mmmmmrwm‘tm,mmvmmem
for correlating two or more aress snd/or subjects, if the mmber of cmxds
is not too great. If, howover, thammberofcardatotalaamm thou-
soods, 1t may save timaifoneofﬂ;eﬁa&ay's IBM facilities were called
on to pmmch the information on IBM cavds. In sdditiom, mchﬁm listinae
ury tﬁe date can be made from IBM eaxds, whieh aye often mich emsier to
vork with than axe etacks of caxds. |
Uae of MeBee or Flexlisort cards is probably not sdvisable for
most ansdysts' files. Tho processing of these cards recquires meny more
men-bours thua do cther eystems, and the Tecovery of anmy perticulsr type:
or item of information mey regnire more time then do the other systeme.

-8 -
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CeOuliFaI~D-BuFeTIuAeL |
. i - ) :
Seversl offices which have tried these systems for their informstion files
nave finally filed the cards betwoon norwal file dividers and discontimed
théaé&naudmmormm— Amwﬁm'wmm
"uthatﬁnﬁnsmfomﬁmmwmmibjmtmqummotthamﬂa
onthewtimemrm In edditicm, ﬁthmmma amcrthoptmched
:holeamﬂkthrcm mﬂsmemdmm.lmmmﬂy
4. Use of Cards vs. Papor

Smcmléemtimshwldbemmtothmmotmmw
in the card file. Carasmabmta.stmmthiekerthmbmdmparm
mmmhmteaaiutohmﬁlewdmmmmmm Onlyavmm
itous in & file, hovever, will bo glven freqient caough vse to make 1t |
maasmwtohmthemmcuds°whensmélcbp1éaof.anitmmB£be<"
\t,ypedforthemes,1tiapossihlatommgamwm50rélegim
em’bancopimupamriaused(metMnGImblecu‘bmcqpiesmm’;
made on en ‘electric typewriter), but no more then 2 or 3 legible carbon
comaseanbemaﬂsifaem'dmmd.

e. Fronlems of Atte.ehing Me.terial to Car&s :
| One of the mejor advantages of the 5"xB" siz'oiatha‘bamtimv
‘of & document can be elipped to that sizé; end individual paragraphs from

documents can be pasted on cords. When clipping documsnts, a Shearing peper
cutier is mmch fester then scissors. Vhen atteching paragraphs from docue
ments, periodicals, snd other sources, an spalyst wey use library poste, |
Tubber cemond, Scotch t&z;e, ox staples. Idbrary paste couses ;xaper to

tope telkes more time to epply, becouse a -
bulge. Scotch/piece. mist be pasted arcund each 5ide of tho. 1tem being
atiached to the card. Afterarewyem-s theaﬂheuiv\e‘bleeﬁxfmhmxh
the Scotch tspe, ca:uama aﬁjoining cm.rda ‘o si;.iek together. Staples take

oL ,“.ngn‘,;“v,_;
| C”O“E'F-I'D-E-R-’I-I-«A-L .
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Lron two G0 three times more space than a card, and up to 15 times more
srace then & piece of bond paper, and it ia difficult to place cards.in
flles becwmise the staples catech om cards and om each other. Rubber cameat
erss he appLLed QUICKly Ty UALNG SANKEr Tube OF Brush G0 Plase S TeCtanghs
lox or oval-gheped gtrenk of cement uoun&thsnuteradgea of the item to
be posbed (it is not necensary to cover the entire back of the item).
Su=ne of the rubber cement available in tubes dces not hold properly, btut
rupper cement in bovtles holds fast for years. ’

Ifthamterialeov&rstmmmcuds,theouﬂagmhe
bold together at the top by & short strip of Scotch taps. Materiel on the
tock pide of caxds shonld be pasted or typed so the entire item cean be
resd ginply by flipping up ypages from the bottom.

&aaiﬁimal suggestions on preparing cards for card files are
contained in Part D of this text.

f. Combined Dovumont aud Card Flles

mewmatam’batmmmtuwme:bmm-
wment folders end & caxd file. The &ocmxmt foldexr is uwaed for documents
of moxo tion cne page, which might be difficult to clip to 5"ab" sixe.
The caxd file includes all shorter materisls, inciuding references to the
Gﬂcl@@ﬂtiblﬂ&ﬂ. %anthzanalyﬂtlookﬂshamhimofmmm
en ong sutject, he kvows that it conteins all tho material on the subject,
ivciuding referancenr to documents in the document folders. In additiom,
e csxd File might also coutain bibliographic roferences snd ghotoggraphé.

3. Iotebook Files

Some analysis keep thelr files in ring-binder notebooks. Indie
vidual notebooks may be vsed to cover individusl subjects, or divider tedbs

C«O-N-F-I-D-E-N-T-I-A-L
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mEy be used 1f tho notebook covers move tham one subject. In addition to
mmmmmmmm&mwmmmmm-.
.‘nonk mw,mmmmemmmmmsmmm
mmmmmm.mz&m;mmmm
rthancmtmnmfmcetoﬂmdocm
| mmmmemmmmmwmcmmapwt-
tinsthamlysttomﬂltheinfomﬁionmamﬁcﬂmm&d&tvﬂh
ammmmofm@eming Tomhimcmpaems,hamr,itumm
mmaquamﬁbwofimmmhmmM,ﬂthacmm
‘aaaofefficiamymmgththmgafamporb _
mmmmambmummewmuwmm |
Vamllwmatemntdinfmummmmam If, howaver, he
receives and mist file lergs volumes of laformation, tho system 18 moxs
\timcmmswwmmthmmcmmmtm
k. Book end Feriodicsl Files

mm;mmsn@mm'hmbecmmmmm-‘
portent sources of inmtelligemce informatiom, particularly for am.‘lysts who
mammgmormmummmywm@e.'smamm .
Blwhooks&&mﬂodic&amml&miﬁed,thwmbekeptinbookcm:
or in wnlocked £iling cebinets. Nomuslly, the snalyet's book collection
_emﬁmamnlmmhwdsmdaramfmmmhmmnﬂmm
@ sems books covering in detail the important aspects of his subject. In
mtmas,&amlwb&esMMwmeMﬂmMan_mi{“
setion problem. There ahovld be & frequant culling of bocks to eliminate
014 editions snd those booka vhich have not been used in the past yeer.
mmchaonotmqummmhawmmmumubesm‘
t0o the CIA Libwary. mmoummmhmmmmmmma

mobesenetothacnx.itbm

-1l =
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B. Flle Healings

In mowk card or document £iles 1t is gemerally desiruble o show on '
waolt 4ndiv@unl itam the subject Bl areo denlt with in the item. This
mwy be done by eircling or underlining pertinent words in the hesding of
the ltem o3 by writing or typing file hecdings on the item. Pile hend-,
iagn peralt the suslyst to xeturn the item to the proper pert of the file
aftor esch use without rersending the itea. There are s mmber of wure
o inereasa the efficiercy of files by orgesnizing the flle @s and Tile
heudings piaced on the tabs. These are discusoed in detail below.

3. F.le Tabs |

™le tebs project above the documents or cards in a file. They

=7 extond asross the entire width of the file, or they may be half-,

thivd-, quurter~, fifth~, or sixthecut tzbs. A file msde up of folders
moy use tho tabs on the folders, and 1t mey alpo use file dlviders--press-
Loard cards vhich have file tebs. Card filea normally require the use of
rile tebs. | N A

T.1les vhich heve headings in alpbabetical or mmxerical oxder might
uoe tabs steggyered frox left to right; for example, on thiydecut tabs the
£irst tten would use the left tab; the second item, the miGdle tab; ond
tho third -tem, the Tight teb. File headings vaich follow en outline cen
show & subject's rank in ihe outline (vhether it is major, or Romsn munerel
peodings soccmdary, or capital letter; tertiary, or Arsbic mumeral; quare
tarnary, o lower case letter) in ame oxr 8 combinstion of the followimg
weys: {(a) By position. All the major or Roman mmeral hecdings could be
ut on the left hend teb of third cut tabs, eapltal letter headings on the

""12"‘
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-
miaamm, mmmmmmmmmmm {v) By

‘size. Full %obs, extending the width of the £ile, cculd be used for Roman
mmeral kesdings; half-cub tebs, for osyital lobter hesdings) shd thirde
cut tabs for Avable mumeral hesdings. (c) By color. Rousn mumerel hoade
:lnga cauld'bepl&caﬁontabauith daxk coiors, mhasblne, arm, or ved;
capitel legterhmmm could be on lighter tabs such a8 orange; the low- :
est rank hoadings cquld be on the lightest tabo, such s;’li@_zb'yeuw'or :
| Two diffevert P111ng oystens can be incorporated in ome file
thrmghthauseettebha&d@gaﬁrtheommtmmdcdmdﬁa@ar
colorwed Scoteh tape placed on the individual corde for the mmﬂ mtem
For example, tha taob headinge might show arcas snd subjects, such &5 Soviet
‘capper; the colored flags or Scotch tepe might indicate that the individual
cord desls with profuction, raw maberiel imputs, smd/or jrices, ' Colored
ﬂuga eould be used also’ca xoinb out & few h:lg;h yriority itews, wuch as
indications of sbor‘bages or galded minam or utemie mrw mfomtim.
Puﬁcmmenagzortapemmmistm—emmmﬂcmmmhm
backlogs of uafiled cards.

!

Types of File Headimgs l ‘
 Vhether Zila heaw are for aress or for subaects!', there 13 a
wnetyorwrs'ofmtmgmmemm, both on the tabs end on the
individusl cords or documsuts in e file. On the vebs, it is um_aauy'bect.'
to write cut the full subject or sres heading, If the smowab of materied
to be £1led 1s relatively large, the snalyst shonld consider verious al-
tmtiws%uﬁtmsmmmnmbnctwmmmmhm

These alternnbives i::cluda the rollmgs

- 13 - -
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(=) Abdrevietions. These might include Prod. for productions”
Inv, for inventory; MV for motor vehicles; RR for railroads; POLMM:’QJ.,
aﬂ.,tlﬂ& lidrionots.

{b) Outlives lotters mﬂmnbm If the subjects covered
bymm‘smmmmmmmm, they probsbly can be given outlina
lotters end mmbers. Thus part of the cutling of sudbjects might be es fol-
lows:

III. Hotor wehieles
. Produetion
ety

8. Porelgn trade
I a card or document deals wif.h mtor vehicles~-productios~«Live-year plean
Ligures the imcmbemﬁmm if the cutlins mothod is used, rwither
then writing out all the worrds. If this method iz adopted, tha tad head-
m@mtmzmsmmmm-mummmanmmm
written-out subject. This alds both the zpalyst avd the file clsrk in £11-
ing and locating weterial. In prsctice 1% 19 rrodbably best to use eapdtal
lotiers for major headings instesd of Romen mmmorsls aothat;mthem,pla
above, instead of writing IXTAY the ountline would be Cla, waich would de
threa charscters instead of Piva. Hnthig the Roman mmml.a eou).& becoms
cunbersoma 1f the cutlime bad m:n/hammgs |

(¢} CIA Livrary Intelligence Subject Cofle (ISC). This code 25X1

-1k -
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25X1
(a) mmmmm. Thio has some of the geme
~disadventages &8 has the 18C. - |
25X1

. Orgenizing Pile Headings

Xt 10 tuportent that memwmfwmammmmmé
file clerks cen file mmrial with a minfoum of mmtasa In addition,
J.egical fﬂemm@mitommwswmoﬁiwtomtmm
vhen questicns arise in the swalyst's eboence. The m‘mization of file

-~ 15 ~.
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- beedings shonld be @8 sizple 8s possible. Tho move complex the system, the
eooner 1t Wreaks dovne-partioviarly 1f the analyst or supervisor who orie
glasted tho ayotem lewves. Howevar, prestical comsidrations mmy diztete
thst two diferent methods of arganization be used, such as filing evary-
thingbysniajectmapttﬂpmpoz:bdocumtz, vhich are filed by ares..

8. MNethods of Cigenizing

mem.mammmueommmdmmz-
ing £ile hesdings: | , , ,‘

{a) Chrorologicelly. :!:na.twmn,mhumm:)foc!,
it might be most important to have information filed by dste. This mathod
would have Jittle value for a substantive enalyst, for to recover wommm
onmom&mbjwthemldhméommmwmhmm
25wl a8 its date.

(b) By iosuing agency, such es Arny, or Novy. This 25X1

aleo would have little value.

{ec) By type of source or comtent, such as FW, sttache trip; or
photo intelligence. Occasicomally soms jtems may be f£iled in this way for
a particular purpose--kesping & separste file of photo intelligence yoports,
for example. ‘ j |

(3) By subject. This ype of file 1s best for the subjoct
Epecialist. The subjocts for which the azalyst would went file hesdings
night inelude one or move of the following: orgenizeticns, such As ministries
or inantltutes; sibributes of infarmation, such es shortages, surpluses, or
comploints; aetivitiep, such a8 resestch, mtm, troosportation, &d-
ministration, testing, or mqm-t-imporh types of equipment, such &8 bombsd,

4-16-
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misalles, eircralt, or medicines; imputs or owtputs; nemss of individusls;
nomes of plents. I the analyst has only & subjest breakdown, the file
.mmmomwmm:mtmp&em '.Eoohtsuaputm v
. of one reglon, the nnn:mthaatolwkundereachsub&eath&ﬂngfwim

Y

foma*tionontheonemmm. ,
(e) Bycauntry(orm). Iftheamlyatmrksmmmm v

cmmtrimoramas, hsnighthavuatﬂetormhemmtry,bmkendomby

mbamtwmmhmmmuyusmwemwaemmmmtm' 

dmmroreﬂcha Ty ‘ R '

25X1

b. Erinciples of ¥steblishing Subject Hosdings
Bven i the aualyst has & well eotabliehed file, 1t 1a profdt-
gbls £or him to review his file hmadin@s cceasionnlly. As files develop |
three deficieneics often emsrge: two or more sections of the file begin to '
cover eimilar inforuantion; some hamiingu lack clenreut man:msm and scmo
h@u@@msammmwmghrgemtwmtmumm,
amd thevefore require bwakmg dom. |

Coulj=F =l cDaRBul{PulnA=],
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When the snuiyst is setting up new file headinge or review-

ing establinshed file headings, he may find it yprofiteble to follow thess .
sbopar () Be should lock st bis Field of subjeot resporsibility is the

' sbotract and write out  1ist of all gubjects wiich he cansiders within

his subject respomeibility. The mission, functions, and substantive
mspcasibility of the bronch and of the analyst should be kept in mind,

M first, no thought should be given to arranging items in auy order. (b)
Ze should then add from his existing file headings any snhjr;f:ts not included
in the list. It may also be profiteble to review avelleble standing require-
wents for CIA, State, and Pefense, as wall as file headings used by his op~
posite mmbers. The CIA ISC should slso be reviewed. (c) The list of sub~
Jecta should then be arranged m\'mtlinz form. This arrsngzeent willi reveal
-ipmeconsistercies and omissions which can be corrected. The outline cen then
be used for subject headings for the file, keeping in mind any specific ex-
ceptions, such ap special files of attache trip reports. /A:tor the file has
been in use f.‘ﬁr some time 1t is edvicedble #o.]mk at material £iled under
any miscellansous headings, as well as mederial filed under ; msjJoxr heeding
~-material which could nct be £iled under one of the subhesdings. A study
of these items may indicate sdditional mejor hoadings or subheadings which
ghould be ndded o the Tile because considersble informaticn is coming in om
those subjects. The adventage of this review is that it reduces the emcunt
of matorial in the geneval end miscellaneous categories wiich msy bave to be
veviewed each time the mnslyst 18 looking for information on specific Bube

gecets.

- 18 -
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It is 1mpnrtant that the enalyst give some censidemtion to
%he nvmber of ma.‘jor heaﬂings that he will have iu his outline. If tlw oute
ling bes 235 major headdn@, A't.here is likely to be relatively littla material
urnder esch one, eand 1t wﬂl be almost impossible for him or hie file clexk
Yo remember them all. . By contrast, :lf hia outline has only 3 mﬂdor heaﬂings,
it wiJl be eaay to rencunber them, but he viu probably have to have an ex~
trmzly datailed breakdm mndexr each one, going intc terbiary, qu&rtemary, :
znd ever greater breakﬁowns The idsal, there-fom, is to- hava fram 5 to 10
major headings. This mmber is smzll encugh to rewmember but 1arge encugh .
80 thet there is not too mich waterisl undw aach/gaeggfng :
The aavantage of using an outline im that the files ean_be set
up at first for culy the mejor heddings. Later, a8 the file gets lerger,
~gubheadings can be imserted wader the major heedings. From the begimning,
‘however, it i important to yut the ccuplete subjoct breskiown on each card
so thet when the secoxid.ar_y tabs eve put in, it will not be ﬁeceauary to re-
read &1l the cayrds to ‘m':lm secondary hea&inga on the cards. |
. Any sub;]@et ‘breakdmm, no mattm' how 1ogice.1, will alwsys leave
some gmy oreas. The -zmaJyat wili occasionally heve consiaerahle difficulsy
determining proper mb,jm headings for aﬁm cards. In such case&, the best
solution is to make cepl.em of the caxd (w'mfbhar it is & reference or o note
cara) and file them in every place vheve the infoxmation might hava vame
Even if an item is filed under & heading which 13 nat entirely logical, iﬁ
i1s importsant that the analyst be consistent abmu; the headings given to in-

Tormationx on a Bpecﬁ‘;e topic.

“ 10 =
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C. Regulating File Expansion

‘"he problem of constently expending files is a serious one in most
racesiGh offices. Oumo séuinistresive coatrol on the ywubler hes bean
' thet of melsing 1t almost impossible to get new file safes. There is good
bagis for this conmbrol, for almost mfile, if reviewed ob/ectively, can
te roduced sigaificently in sige. Even 1f there were no problem of space,
it is still to the ansiyst's advantage to review ais files periodically b~
cause it is essier to recover informetion in & minimum of tim in smaller
files. . "

‘this ovjective review of £iles shoﬁid include et loast the folloviﬁg

consideratims:

1. Ellminsbing Meterial Filed Elsawhere

A m2jor question is whether or not the CIA Library or Reglsters are
keeving, in readily available form, any of the materisl in the analyst's .
{iles, For exammple, the analyst may be keeping detalils on personslities
in i3 £leid., Dubt BR might heve files oa many of the sase personalities,
md after 8 brief confexrcoce with BR it wmight be poasihlg fe:;' the analyst to
fura over his own perscmelity files to BR amnd from tm/%;:a? BRmti?ll file in-
formation on all importent personalities in his field. Or the enalyst moy
?4le informstionm on 8ll industrial installations end reaeamh ingtitutes
in his subject field. However, & comperdison with IR £iles may show thst the
onelyst's files have only & Small part of the velueble information on these
pbjects ard thet most or all of his information is in IR files. In addi-
tien, the emalyst msy keep a file of attsche trip reports om the USSR; but
IR hzs all trip reports in its file, and it also hes all the ltems of
information firom thess trip reports filed in the sppropriste towa and instal-

lzticn Toliders.
20 -
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The amiyst mey also find it protitabie to male & check with other
. ’analyﬁta‘ whose subject matﬁer overlaps his own. It maar be possible to ars |
Teoge &n mmmsw o:r parts of £ides to elimim’ca 'bhaae owrla;pm m ad-
‘vantrges of this revigw of hieg file axe obvious: not only does :lt m&uce
. subjeects in .
the exount of materiel and the mmber of/the file, but it alzo reduces the
‘,ammmt of inbox and filing work the ana.lyat mzst do.

2. Elimina'biﬂgr Outdated Material

In gome fields » material more than & few years old is cf 1ibt1e or
no value.® In other cases, ‘bagic data mey have relatively littlca va.lua afte'x
the arslyst has published 8 major ccmpila:bian of informtion on the fielﬁ. ‘
Some eectiona of the files mey no longer. ham value 1f the em:ghasia in tha
analyst's subject responsibility and/gih:eetim of his recearch have changed

~ginca the £ile was first stayted. The USSR,nw Publishes books of staotistice
on meany éubdaéts,' and this way permit Gestyuction of extensive files of bits
and pleces of informatiun .:‘_.’icm vhich Soviet ﬂata were formerly estimsted,

| Meny analysts keam drafts of reporta that thay hmne written. After
& few years such files cmt&kenpasignificmpart ofa safedmm' . When
& repoxrt has bﬁﬂn mbliahea there is mern‘l.ly no naad for keepmg first,
sevoml, end third. dra.i‘:‘ta of the report. i

-

¥ The fact that information is rela‘tively 0ld does not necessarily indicate
- that it is velueless. In fach, in some cescs cnly old inforaetion is
avellable for interprobing present events and statistlcs. IF newer dste
- ave not availsble, old informetion moy have value for Aeteraining methods
of operaticn, permencnt facilities, sud production factors (such as PTO-

duction per maa or machinag), which chme relatiwly alcwly epd vhich are
essentlal in making estinatesn. ;

‘ - 21 :-l" -
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3. Iliminoting Umised Materisls

then the anelyst reviews his files he will generally 7ind onc or
ROro ml'b.jeah hsadings coateiniog infornation whioh hes nevers been uted.
Most eoslysts dislike throwing awey such-materlel. Bitter cxperience has
ohevn them that im & mmiter of cases information vhich wes thrown ewey he-
couse it wes never used was needed a short time lodter to £ill a rush job which
thoy ware tsked to do. The analyst may file information on certain subjects
within his field for years without usi.ns it and Buddanlywill find that this .
part of hit files is being used actively &8 & rosult of & shift in emphasis
or of chenges in the world picture. He knous that only & part of the matere
ial he has filed on the subject could ever be rscovered from the Imtcilofax
zysteom, sinece much of itv is gm not indexad for Intellofex. Such un-
“ased maberial should be retired to CIA Records Center from uhich it can be
recalled if noeded.

he operation of CIA Records Center has been developed so that mow
1t cen act as an axmex 1o the analysi’'s files. Ali;hough the '{iacotds Centor
is Gut.si&-a the Vashington ares, it gives 2h-hour service in recovering any
pare of the msteriel which has been placed in storsge; in &n emergency the
maberial can be pleced in the spalyst's han&s within & few hours. The ande
iyst chould,of courtse, keep a 1ist of the material retired to Records Center,
with the Records Center file mumbers, 5o thet he can order part or &il of his
mabterial simply by telephoning his Mansgement Officer. Records Center m:m-
tains 2 resord of the upe of retired files, which asaists :in determining the
Timal éti:-:-j:asition of files after they heve been stored £or a punber of years.

Another method of handling wmnsed msterial is to microfilm 1%, if
the expense ?ﬂ&ﬂz@, end to keep the microfilm in the files. The ideal

- 00
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time to do this is vhm the files are mierofilued for Vital Records Store
‘age. An extra copy of the microfilm can mﬂy be made &t that time. CIA
mhmmmmmhm anmmmm esa 70ad his wiorefilm mln,
anﬂ.hceanthenohtaiqn.hexd copyoragyimbymamgamtmmm
. cmalmaunggmemas

It msy be posaible to eliminate 1&:&3@ volumes of ce:f'tﬁin types of
naterial by consolideting the data contained in the mterial: ‘Large volumnes
of daily, wekly, or momtily statistics might be coubined into enmel, totals,
ond then the detailed dats could be destroyed. For other typos of informae
tion 1% may be msim_to plot the data on & map or to meke & tebulation,
and then the detailed data could be discarded. A record ehould be kept of

“~ths dommzents on wmeh thess consolidations wers ba&aﬂ, 80 that the docuw
‘ments cen be mcovered from microﬁlms 4n the CIA Libraxy, if necessery.
Information cu plem;s or c‘ther faailitiea chn be consolideted into a plam:
study. The documents can then be Giscarded, after maling a list of aomea, )
eince they cem be recovered im IR and from microfilus in the Library.
7. Eliminating Unclasaified Maherialm

_ unslassix’iea
An increasing volmne of/information is being receivec‘l by anelyets,

including pario&icals,? ‘books, reports, smd translations. mny auslyEte file
these wnclessified items in document foldors in safes. Bub es the volmé of
unclaasified informetion grows, it becomes imcreasingly important for the |
soalyst to got up en mclasaiﬁed document £4le and, perhaps, %0 obtain an
wnclagsified filing ca‘bin@b for 1t. Unc.maifie& inromtion, in particular,
mast be reviewed freq;mntly t0 ellminate duplicatos, to dlscaxd lest year's
volume of sztatistics when this year's volums comes in, and to eliminste items
_ ) 23 ) ,
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vhich have not been used for more than & year. Technical magazines om
the Bloe saould not be destxoyed. Those no longer nesded should be sent:
to the OTA Libvoxy, which wilh ook them geinst gaps in its holfings ood
‘cend voneeled coples to the Librery of Congress.
6. Bliminghing Dnneeded Paper smd Other Msterisl

¥any documenie come to the analyst with & routing slip, a transmite

tal meao, and one or more duplicate copies. In moot cases these items have
50 value ad cen be destroyed. If routing slips have eny information of
vaive, that information can usuelly be writtemn on the cover of thn document; .
Pochars en even more profitable mesns of preventing wasted cafe space 1s to
eliairvate those pages of a document which have no value to the snelyst. This
als3o caves time in the future, rm; then it is not necessary to scan through
valusless informetion. Meny bulky roports may contain only one or two pages
of interes; to the snalyst. If the report is a retontion copv, he can pave
those pages end the covexr page and discard the remainder; if the document has
further routing, ke can ordor only those pages to be repratuced by the Library
for his files. Even the removal of staples from ona-page ﬂommnt!s* and
paper clips from stapled or bound mmlti-page documents ssvas comsidercble
space. "
E. Projez: Files

tzen she analyst beginz work on a pew project he mey find it more effi-
cient o 32t wp 2 sepersie project f£ile thea to use his main files. ﬂm:élly
the projec: £lle should be set up sccording to the project outline, so the
inforzatliom can be flled according to the wsy in vhich it vwill be used when

* As indicated sbove, & staple remirss spece equal to the thickness of up
30 i5 sheets of bond paper.
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the ennlysis end writing steges ere reached. This method alsohas the

- advex ventege of quickly showirg tho enalyst whore his geps in infoxmation are.

W woject riJ.e ey cousist of acumm foldore, oaxd filew, o wuh. :

"Vhen the tab beadings have been made up according to the project outline, )
the ‘analyst goes through the material in bis reguler docwment snd/or card
£iles to pull out everything thet might be ofvaluetomepmaec*- Some
gectlons of his re@x].ar ﬁ.lem yrobebly will £1t directly :x:nto his Projact

: files. But other secticns asy not £1t sio nestly. For @m}.ﬂ, hia file&
sy bn gat up accoxrding o tms of mechines produced, bub the pm;]act outie
live nay inclnde a section on value of outypat, which would reqaire thet filenv
on each machine be scénma for informetion on prices and that this informae |
tion be extracted snd £iled in t.h;s,project file under velue of uuﬁput.' 0w
\emioxxa:l.ly there will be esrds or documents which £it un&er o or more? dif- :
mrem. aect:u.ona of the project outline. Tn this cege, the item may be filed
‘under one hesding and refereuce cavds ylacedm/ﬁe;ze other headings, or suf=
ficlent cépias night be made (typed, tmmppmmua, or ordered fron the Li-
brexy) so thst the item eprosrs in each section whero it is appropriate.

_ As work on a project progresses, the project cutline is uausliy modified
somewot, and the projoct file hesdings dnd the materisl under them should
be chonged st the same bime.

25X1

- 25X1

Tn ediition it may be mecessary to set n,p £iles to be menipuloted for verious
parpenes. In such cases it mey be advisés:ble %o use Feysort of I_:‘laﬁfiwrt

cards, particularly for esteblishing corrvelations; or:if tﬁe volume of date
1;5 large, 1t moy be ﬁpasible to exxange mth one of the Agea?zc;r'ep‘ IBM facili- ?:

- 25 =
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tias%mch%&hmﬂcmmmmmwmuww
ings. The use of these systems for aiding analyesis 1s disoussed in Part
7 of thie stuly.

Vhen the project has boen comploted and published, it is neceseary to
dlepoge of project filea. In many cnnm‘pro.joct files ahould be incorporated
into the regular £11¢s becsuse, /fhfmighomtim in the project file nay
have tesn exheustively exploited for the project, this seme information will
bave pew values vaen viewed in the comtext of & new project our of & W probe
len. |

if the future value of informetion in the project £ile ie questionoble,
the fiies can be sext to Recorda Cemter, with imstructions to destroy them
after a cextein date. If the analyst thea finds that ho doas nesd the proe
“Ject files, be cen recsll them and incorporsate them into bis regulsr £
If he doas not need thew, Records Certer will destroy them as instructed.
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